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System Action Plan 

Title/Code: Keys / F-7-3-1-4





Date: December 3, 2009
	Result Statement

	Describe exactly the result this system must produce:

Residents will receive the appropriate keys at the appropriate time before moving in.


	Accountable Positions

	Position with overall accountability:

Move-In Coordinator

Participating Positions:

Office Manager


	System Diagram
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System Action Plan 

Title/Code: Keys


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Check keys.  Do we have key copies to hand out?  
	Move-In Coordinator
	3 business days before resident moves in

	2.
	Make Copies of keys if there aren’t sufficient keys for the resident.
	Move-In Coordinator
	3 days before resident brings the vehicle.

	3.
	Wrist Coil Key Chain.  Put the key on a wrist coil key chain prior to giving to resident.
	Move-In Coordinator
	Anytime before giving them the key

	4.
	Test the key(s) in the resident’s door.  If it doesn’t work, have it redone.
	Move-In Coordinator
	3 days before resident brings the vehicle.

	5.
	Hand Out the key upon signing the paperwork.
	Move-In Coordinator
	At paperwork signing.


System Action Plan 

Title/Code: Keys

	Resource Requirements

	Staffing
	Move-In coordinator

	Space and Facilities
	Key boxes

	Equipment
	

	Supplies
	Wrist coil key chains

	Information
	Availability list


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· Residents will receive the correct key at the correct time.


System Action Plan 

Title/Code: Keys

	System Standards

	1. 2 apartment keys may be given out.  More than two is discouraged because if they are lost there is a charge to re-key.  If additional keys are given out there is a charge of $5 / key.

	2. The keys for Retirement Residences & Assisted Living are kept in the bookkeeper’s office.

	3. The keys for Premium Assisted Living, 420s and Memory Support are kept in the Care Manager’s office in Premium Assisted Living.

	4. Residents in Memory Support are not given a key; however, their family member may receive a key.

	5. Wrist coil key chains are kept in the bookkeeper’s office.


Use additional sheets as needed
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